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The Robin Montessori


Admission Policy and Terms & Conditions

Welcome to The Robin Montessori. As part of our commitment to providing the highest standard of care and education, we kindly ask all families to carefully read and acknowledge the following Admission Policy and Terms & Conditions. 
These guidelines form part of the contractual agreement between the nursery and parents/guardians, and are designed to ensure a smooth registration process while supporting the needs of every child and family in our care.

1.Registration and Admission Process

To register your child, parents or guardians must complete the official Registration Form and pay a non-refundable registration fee of £150. This fee covers administrative costs and enables us to gather essential details so that we can fully respect parental wishes and meet each child’s needs. 
Please note that children are eligible to start at the nursery once they reach the age of two years.

Offer of a place:
Once the Registration Form, Admission Policy and Terms & Conditions, preferred sessions selection, and registration fee have been submitted, the nursery will review availability. If a place is available, it will be offered to the family. If no immediate place is available, the child will be placed on the waiting list until a suitable vacancy arises.
When a place is offered, parents/guardians are required to confirm acceptance within seventy two  (72) hours. If confirmation is not received within this timeframe, the place may be withdrawn and offered to another family on our waiting list.

Securing a Place:
Once an offer has been accepted, a deposit of £1,000 is required. This deposit must be paid within five days of acceptance. A child’s place at The Robin Montessori will only be confirmed once all required documents have been submitted and the deposit has been received in full. 
Where the deposit is not received within the required timeframe, the nursery reserves the right to withdraw the offer and reallocate the place to another family.

2.Deposits and Notice 

Deposits are refundable after your child leaves the nursery, provided that written notice has been given in accordance with our policy. The deposit will be used to reconcile any 
outstanding charges that may remain after your final invoice, including (but not limited to) extra sessions or late payment fees.

Notice Requirements:
A full term’s written notice is required to terminate a child’s place at The Robin Montessori. Notice must be sent by email to info@therobinmontessori.com. Verbal notice will not be accepted under any circumstances.
This notice requirement applies even if your child has not yet started but you have already secured a place. 
Where written notice is not provided in line with the policy, one full term’s fees in lieu of notice will be charged, and the deposit will not be refunded. 

If a child is withdrawn during the notice period, all fees remain payable in full.

Notice Deadlines

· Leaving at the end of Autumn Term: Notice must be received by the last day of the preceding Summer Term.

· Leaving at the end of Spring Term: Notice must be received by the last day of the preceding Autumn Term.

· Leaving at the end of Summer Term: Notice must be received by the last day of the preceding Spring Term.

This policy ensures that the nursery can maintain the highest standards of care and education by allowing sufficient time to plan staffing and resources appropriately. We appreciate your understanding and cooperation in adhering to these requirements.

3.Fees and payments

All nursery fees are payable in advance and must be settled two weeks before the first day of each term. 
Parents or guardians who withdraw their child before the end of the term remain liable for the full term’s fees, which are non-refundable. For children who join after the start of a term, fees will be charged on a pro-rata basis from the agreed start date.

Sibling Discount:
A 5% discount will be applied to the fees of the second child when two siblings are enrolled and attending the nursery at the same time. This discount applies only while both children are in attendance concurrently.

Childcare Vouchers and Tax-Free Childcare:
The Robin Montessori accepts childcare vouchers and Tax-Free Childcare payments. Parents who wish to use these schemes should contact the nursery office to arrange payment details and ensure that funds are allocated to the correct account in advance of the payment due date.

Non-Payment and recovery of fees:
It is essential that all fees are paid on time to ensure the smooth running of the nursery and the continuity of your child’s place. Where fees remain outstanding, the nursery reserves the right to suspend the child’s attendance until payment has been made in full. A late payment charge of £10 per day will apply to all overdue balances until cleared.
In addition, any costs incurred by the nursery in recovering unpaid fees, including administrative charges, collection agency costs, and, if necessary, legal fees will be charged to the parent/guardian’s account.

Refunds and Appropriation of Fees:
Fees are payable in full and are non-refundable. No refunds or reductions will be made in respect of a child’s absence, whether due to illness, holidays, or any other reason.


4.Attendance and sessions

To ensure consistent engagement in the nursery programme, the following minimum attendance requirements apply:

· Children aged two years must attend a minimum of three morning sessions per week.
· Children aged three years must attend a minimum of five morning sessions per week.

Please note that sessions cannot be swapped or made up if a child is absent for any reason. However, ad hoc sessions may be available if staffing ratios permit. Parents/guardians wishing to book an ad hoc session must email the nursery office in advance to enquire about availability.

Start-Date Deferral Requests:
The Robin Montessori does not accept deferral requests. Parents/guardians are expected to adhere to the agreed start date as indicated on the Preferred Sessions Form. In the event that a child does not start on the agreed date, the fees for the term will remain payable in full, as the place will have been reserved for the child.

Booking Sessions:
Prior to the start of each term, parents/guardians will receive a booking form to select the sessions their child will attend, subject to availability. Once sessions have been selected and confirmed, fees will be charged accordingly. Please note that booked sessions cannot be reduced or cancelled for the upcoming term, and full payment will remain due.

Termination:
The Robin Montessori reserves the right to terminate a child’s place in cases of persistent non-payment of fees or where a parent/guardian engages in behaviour deemed unacceptable by the nursery. In such cases, the £1,000 deposit will be refunded in full after reconciliation of any outstanding charges.

5.Funding

Hours offered
We offer 15 or 30 funded hours, depends on eligibility.

Eligibility and Application Process

Headcount Day:
Headcount Day is the cut-off date each term for claiming government funding. 
To ensure funding can be secured, parents applying for funded places should submit their application and eligibility code well in advance of the start of the term. Applications received after Headcount Day may result in fees being charged in full until the next funding period begins.

For 2-Year-Olds:
Eligibility for funded hours for two-year-olds is dependent on household income and other criteria set by the government. Parents must apply online through the official government website to obtain a six-
digit eligibility code. This code must be shared with the nursery before a funded place can be confirmed.



For 3- and 4-Year-Olds:
All children aged three and four are entitled to 15 funded hours, beginning from the term following their third birthday. Parents will be required to provide proof of the child’s date of birth and complete a Parental Declaration Form in order for the nursery to claim the funding.

Fully Funded Hours attendance:
At The Robin Montessori, we are pleased to offer fully funded 15-hour afternoon sessions (Monday to Friday, 1:00 pm to 4:00 pm), subject to availability.
The government funding covers only the EYFS core curriculum. Enrichment activities, specialist learning experiences, and other extras are not included within the funded hours. Children attending on a fully funded place will therefore follow the EYFS curriculum only. Please note that additional extras such as enrichment activities, uniforms, or trips are not included in these funded hours. 

In addition, The Robin Montessori is registered to provide 15 hours funded early education for eligible 2-year-olds, as well as the 15 hours universal entitlement for 3- and 4-year-olds. We also offer the extended 30 hours funded childcare for eligible families; however, this is subject to payment of additional fees and a minimum attendance requirement of four full days per week (8:00 am to 4:00 pm, equivalent to 32 hours).

Additional Services (Not Covered by Funding)

· Montessori learning with access to specialist educators & materials
· Enrichment activities: music, P.E., football, athletics, yoga, cookery, science, Spanish, forest school
· Updates via our secure parent app (observations, progress reports, photos)
· Extra childcare hours beyond funded entitlement
· School trips and outings
· Holiday clubs
· Administration costs
· Registration fee & deposit

6.Opening Times 

The Robin Montessori operates on a term-time only basis from 8:00am to 16:00pm Monday to Friday following a three-term academic year:

· Autumn Term – begins in September
· Spring Term – begins in January
· Summer Term – begins in April

Closures:
The Robin Montessori is committed to minimising the number of closures of the setting in order to provide reliable childcare on which families can depend. However, while we are fully aware of the disruption a closure can cause to families, it is not always possible to remain open for every day of the term.

Closures are categorised into two areas:
Planned Closures: These are closures that are planned for in advance and families are given sufficient notice to ensure that other arrangements can be made for children on these days. INSET days, school and public holidays fall into this category.
Unplanned Closures: These are unforeseen closures that are not planned for and therefore not in the control of The Robin Montessori. Examples are closures due to staff sickness, bad weather, pandemics, natural disasters, building/ utilities problems, public disorder and terrorism.

The management reserves the right to invoice parents in the event of unplanned closures due to public health notifications

7.Care and Daily Routines

Potty Training:
Children in Robin 2 (pre-reception class) must be potty trained before joining.

Settling-In Period:
The Robin Montessori recognises that each child is unique, and the settling-in period may vary from one child to another.
This period often helps children familiarise themselves with the new environment, teachers, and friends. We work in partnership with parents to ease their child’s transition into the nursery by offering two introductory sessions of approximately 30 minutes each before the child officially starts.
When children begin at The Robin Montessori, during the first week or two, they have the option of arriving later and leaving earlier if the parents and key teacher feel the child would benefit from a shorter stay. These times will be arranged on a case-by-case basis. This flexible and staggered start helps children adjust gradually, while also allowing the teacher to spend more time with each child and parent during drop-off. 
We recommend children arrive at 9:30am and stay until approximately 11:00am during the first few days.
We encourage parents to leave their child as soon as possible after drop-off, with the reassurance that if their child becomes distressed, we will contact them shortly afterwards to confirm how the child is settling. If the child continues to be upset, we will contact the parent/carer to return to the nursery.
During the settling period, the activities and experiences provided are designed to support children as they adapt to their new environment and routines, based on their individual progress.
If a child still requires additional support to feel safe and happy, we will continue to work closely with parents/carers to help the child build confidence and feel secure within the setting.

Late Collection:
If the parent/carer or alternative nominated adult is going to be late to collect their child, staff must be informed as soon as possible. Beyond a period of 5 minutes there is an extra charge of £1 per minute. If the designated adult is late in picking up their child without prior warning, the provision of the Lost or Uncollected Child Policy will be activated.



7. Health and Medical

Medical Details:
Please inform the nursery of any changes to your child's medical records. We will administer medication prescribed by a qualified healthcare practitioner, provided a medical consent form is completed.

Existing Injuries:
If your child has sustained an injury outside of nursery (e.g., a bruised knee), please inform us, as we must record injuries that occur outside of nursery hours in our Existing Injury logbook.

Head Injuries:
If your child has sustained a head injury, even if they seem fine, please let us know. Symptoms of head injuries can be delayed for up to 48 hours, so we need to monitor your child.
The Robin Montessori will inform of any head injury that occurred at the Nursery by phone. (Please note, a member of the staff will call you even if the injury is minor).

Illness:
To prevent spread of infection within the Nursery, please keep your child at home if they are ill.
As a guideline:
For a full 48 hours since they last vomited / had diarrhea
24 hours after any temperature has returned to normal without medication
In the case of chicken pox, until the spots have completely scabbed over
Head lice: children cannot attend nursery until they have been treated by medicated shampoo.
Conjunctivitis: 
-Mild viral conjunctivitis: If there is no discharge, the child may attend nursery, provided the viral infection has been treated with eye drops.
-Bacterial conjunctivitis: If there is excessive discharge, the child should remain at home until symptoms improve or they have completed at least 24 hours of antibiotic treatment (if prescribed).

Should you have any doubts about your child’s well-being and whether they are contagious, please contact your GP.

8.Uniform and Personal Belongings

Uniform:
Children will be expected to wear The Robin Montessori smock to protect their home clothes and the nursery backpack. Extra smocks can be purchased at the Nursery. 

Naming:
Please make sure that all your child’s belongings are named. As well as footwear and clothing, this includes lunch boxes and drink bottles. 


Shoes:
We recommend sensible shoes with Velcro fastening. Velcro also helps children to be independent, which is one of our aims at The Robin Montessori. 

Change of Clothes:
Please provide at least one change of clothes for your child, including socks and pants, in case they get wet. We suggest that you leave a change of clothes in your child’s bag on their peg.

9. Pack lunch, snacks and allergies 

The Robin Montessori promotes healthy eating and is a strict nut-free environment. Parents must provide a packed lunch and any required snacks (for morning and afternoon sessions).
For health and safety reasons, the nursery cannot heat food or refrigerate lunch boxes. Parents are therefore asked to include an ice pack in lunch boxes to maintain freshness throughout the day or to use a thermos container if sending hot food.

10.Comments, Suggestions and Concerns
We are always available to discuss any comments, suggestions or concerns that you may have about your child. We take our partnership with parents very seriously, so please be in contact with us about any concerns, large or small. You can contact us by phone, email (info@therobinmontessori.com) or in person. The office is available for any confidential conversations. We are always trying to improve our service, so we value your feedback – please do share your feelings and ideas.

11.Policy Updates
Any amendments or updates to this Admission Policy will be communicated to parents via email. Upon signing this policy, it is understood that any future revisions will supersede and replace all previous versions of the policy. These revisions will be deemed accepted unless the parent or guardian notifies the nursery in writing via email to info@therobinmontessori.com that they do not agree with the updated terms.

Parent/Guardian Acknowledgement
I confirm that I have read and fully understood the terms outlined in the Admission Policy & Terms and Conditions.

Full Name: ___________________________

Signature: ___________________________

Date: _______________________________


Policy reviewed by Agnese Mugnai in October 2025
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